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MANAGEMENT STAFF

RECORDS MANAGIMENT STAFF

Aocemplishments July-Decewber 1955

1. Correspondence B,
Maragement

25X1

2. Reyports - 3
MHapngement,
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Analyzed snd indexed TG types of repetitive

headquarters corresposdencs as 1 basls for a

continuing etudy to reduce the cost of imter.

office correspondence. As an laitisl step,

developed an agency Torwm Tor use in liesu of

weworandurs to report and reccrd 15 types of

authorigations. Headquarters and [ | 25X
g implewent the new procedure wers

wr 7 and now ave being ccordinated by the

Reguleations Control Staff.

Incresased the usape of Letterex, particularly
in the DD/P ares, through contimusd publicilty.
An estimated 5 wmillion sheets will be used in
FY56. 4 @illion sheete were used in TYS5.

Prowoted agency correspandence standards threugh:
(1) Lecture for the Office of Security
Secretaries' Workshop

(2) Lectures for the Office of Training Admin-
istrative Bupport course

{3) Articie in the August issue of "Personnel
Information Letter”

Fostered further headquarters.wide interest in
efTective writing through articlss in the
"Personnel Inforuation letter,” and by pub-
lieiging the hendboek Plain leatters, Requestis
for 200 coples of thie bookla®, representing a
eress-gection of headquarters, have been re-
celved since the initisl distribution of 1,200
coples,

8tudied the forms and procedures used in pre- |
paring dlspatches, and recommended lwprovements |
which xhould result im faster training of per- !
sornel who prepare dispatches, further reduc- |
tiene in cable traffic, and estimated labor |
savings of $16,845,

Initiatsd the DD/8 Reporis Management Program
apd provided staff sssistances which resulied
1a:

(1) An inventory of all requirements for re-
ports im the DD/B area.
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{2) Esteblishuwent of controls ever the crea-
tion of new reguirements for veporis.

(3) Disclesurs of over [ifty guestioneble re-
guirements for intsroffice reportis,

(4) Cancellation of the Office of Logistics
Vehicular S8tatus Repert which required
22k heurs arnuslly to prepare,

(5) Reduction in frequency of the Office of
Personnel activity report from weekly teo
bi-weekly and ite reductlion in length
from about thirty psges te eight.

b, TIaitieted a DD/I reports managsment survey which
hes yssulied in an inventery of requirements for
reports in the DD/I area.

e. Provided the SSA/DD/B with guides om reportis
management on which he has based a plen for a
DD/P reports management program.

d. Ceollaborated with the Offfice of the Comptroller
in developing simplified procedures for report-
ing and accounting Tor penslty indicia mail
uged by the sgency.

e, Publicized reports wenagewent through an artiele
in the "Personnel Infsrmation Letter” end the
distribution of 00 coples of our booklet,
"Analyzing Reguirements Tor Administrative and
Management Reports,”

3. Forus a. Develeped and promoted improved forwms mansge-
Manapenent ment practices which:
{1) Ercouraped greater utilizetion of our
services, particularly by the Office of
Communieations and DD/P components;

{(2) standardized ard improved reprint review
and steck replemishment procedures;

(3) Reduced priority printing requests by
streseing te customere the need Tor lead
time; and

(L) Eliminsted the meed for marking for the
printer typeset requiremsents op forms
capy sent to the CGovermwent Printing Office.

b, Continued research and developwent activity in
the use of NCR (lie Carbon Required) paper which
resulied in faverable operationsl tests of six
types of NCR forme. Promoted the use of multi-
link coastruction which is particularly spplic-~
gble to smpsll forms used in production typlng
aperations., Conducted research In the use of
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Pile Btandardes

Q.

1ithegraphic carbon backed record copy sets,
vhieh can be used Lo produce from nine {o
twenty legible Lypewritten coples. Imtreduc-
tien of this product to the Govermment Primt-
ing Office wuz met with ernthuslase and a
deaision to regonsend itz use fo otheyr Qovern-
mant agenciesn,

Conducted 601 forms sralysis prejects involving
148 new feorms, 167 revised forus, and 366 re-
printed forms, The Tollewlng sxamples typify
results Trow thie actlivitys

(1) An improved Office of Personnel officisl
personrel charge-out systenm,

{2} An improved OCR library recguest form on
NCR paper which provided 25¢ more usable
f111l-1n space, increased production rate
by 15%, end encouraged timely return of
material on loan.

{3) Bavings of $8,322 through cancsllstions
ef'y or reductione im, requisitiens for
gtock replenishments.

{(4) Bavings of 400 man hours anmuslly by
preventing the needless typimg of 1500
heotograph masters by 39 field stations
raporting in accordsnce with the Field
Alletpent Contrel Prooedurs.

(5) The redesign of & DD/PF form to make 1t
sell-traasmitting which reduced samusl
usnage of Routlug and Record Sheets by
gver 10,000 coplesa,

{(6) An improved Medical Staff form for re-
questing reperts on slek leave, which
raduced paper costs 50% and eliminsted
thres addressing operantlions through the
use of window envelopssa. '

Provided the Intelligemce Advieory Comultiee's
Ad Heoo Commititee en Infernmation Prooessing
with consultant services and served as chailr-
wan of its working group considering adeptioa
of a common Iinfermation report fermet.

Gave 8 twe session presestation on the Agency
filing systen at the Office of Traininz Adein-
istvative Support Course fer cleriesl and
adminiptrative perconnel. These presenitstions
will be repested approximataly svery Tive weeks.

-
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Installed the Agency filing system in the
office of the Bullding Plenning Btaff, in the
office of eome of the DD/I's Bpecisl Assistants,
and in the Iacentlive Awards Shaff.

The Bupervisor of the repository was replaced
Ly a menber of this staff,

Except for speclal iteus, the Vital Material
Officer wna yellevad of the raspoasibllity

for transporting VM io the repository. These
phipaents are now hendled by the Armed Courier
Baryice established for the Renord Center
operation.

Aotion was taken to corryect the faulte and
dafieiencles in squipwent, facilitles and
vital material deposits reported by the paritl-
eipants in Qperation Alert.

Deposit end withdrawal activity in the repesi-
tory for thie period was as follows: (DD/P
Material not included)s

Types of Moterial Deposits Withdrawale Balance

4. Cuble Feet

Docunents 129,1 83.55 320.
Maps 20,0 0 96,7
Negatives 0 0 124 .7
Cards {other 0 0 k.2
than IBM)
Total TIRGLT BI5E “BU5 .G

B, Item Count
Cards (IBM} 1,116,752 1,167,096 L,320,213

¥ilm Reslsa
(35mm) 456 130 6,280

Filwm BEeels

(16mm) 1,440 Lo 4,301
Total TITAEE  TUIOTIEES r:;a‘zb‘}%ar

The Office of Communicatiens began depositing
aduinistrative material im the reposlitory.

Bhelving was installed in the repeository for
spproximately 500 books needed Tor emergency
oparations.

Responsibility for the depoeil of Tinlsghed
irntelligence was trersferred to QCR from the
Recerd Cemter which had baen fAelegsnted the
responsibility by the offices of ordgin.
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Records a,
Disposition
be
L
dl
Records Center B
b
Records System 8.
Burveys

Arrarged Tor visits and provided tramnsporia-
tion to the repesitery Tor 79 persoans Trow O
offices. The purpese of the visglits wae te
familisrize selected personnel with repeesitory
sperations and to assist with the waintenance
work on eertain materlals.

Completed records disposition surveys end pre-
pared records control schedules in Tour offices.
The schedules cover 24,383 cu.ft. of recerds
comprising 1002 Tile items. The volume Ix
equivalent to that of 3,048 legal size safe
cablnets. Isplementation of these comtrel
sehedules resulted in activation of plans Tor
reduction in requiresments for office space and
T1ling equipment through the coatinuing trana-
far of insctive records to the Records Center.

Recorde dispositicn surveys were underway in
two offices where recerds sontrol schedules
will be developed for an estimated 9,000 cu.ft.
of materiel.

One office was anslated In reviging 1is records
control schedule of 293 Pile iteus,

Guides for the use of Area Records Officers in
conducting records inventopries, developling
achedules and retiring recerds were plamned
and some wrltten drafts have heen cowpleted.

Recelived Por storage 3149 cu.ft. of imactive
records and intelligence materiela. This

volume iz equivalent to that of 394 four drawer,
lezal mize sale cabinets with a present replace-
went value of $123,716.00, Office space for
these cabinets would cost an estimated $7,880.00
annually,

Provided headquarters offices reforence gserviee
on 42,852 requasts for information and documents
from materisls in atorage.

Qffice of the Aselsteant te the Director- (ffice
Hystems and Practices, RECONNERAALIONA regard-
Tng retirement of Inactive “clipping" materisl,
iwproved filing and cross-referencing systems,
use of five drawer cabineta for unclassified
naterial, Therwolax reproduciion of extra coplies
and rapld reading traising for the classifier
are belng implemented.
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Cavle Becretariat -~ Internal Legging and Conftrols,
Phe adophlen OF recowmrendatlons requced poBL-

ing to control records by 50 percent, elimimated
one Tile of all cables recelved, and expedited
raference te cables previeusly recelived,

talf - Flle Malntenance

) ~ al o8 Bepulsations and
Netices eCOmMEnIE t10a8 Gn the retention and
retirement of waterial have bheen sdopted,

Far Easst Division - Procesging of Persgnnel
Actions. Fystems developed aRd equipdent
Tantalied Tor triml, and coordimeted approval
is in process.

Incentive Awards Steff - Office EBymtews and
Practices. Hecommenistlons Tregariing jmproved
TTIThg practices, e follow-up system for de-
linguent evalvations, wers prempt lssuance

of award checks, general improvement of forms
used by the Sterff, sad redistribution of
werkloads have bean concurred in and are belng
implemented,

Evaluated 26 employee suggestlions

Collsbeorated with the Office of Personnel in
developing peosition standerds for the Records
Monpagenent assries,

Reviswed and veported op new bullding files
ares requeste of offices im the DD/8 and DD/I
areas, The reports, with eoncurresces of the
requasting offices, recowmended:

Db/s effices 7575 sg.ft. Reduction of 36%.
DD/I offices %Ol& sq.Tt. Increase of 1h4.,7%.
Ket decrsase 5o sgq.ft. Hepresemting approx-
imately $114,375
iz new bulldiag

conthe,

A draft of the Records Manapgemesnt Program
regulation wae relensed for coordimation,

Responsibility for the Agemcy Mlerofilw Prograw
together with the aralyst concerned with the
progrem were transferred to Business Machines
Bervigen,

The develepgent and education of Recorde Manage-
ment Staff personnel were advanced through:
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g, f. continued {1} Trips to the Federal Psrsonnel Records
Center in 3t. Ilouls and the GBA Reglonal
Gff1ice Records Center in New York,

{2) Attendance at the anpual cenvention of
the Sgelety of Amerlosan Archivists.

{3) Attendance at wonthly meetings of the
Interagency Records Adwinistration
Conference aponsored by the Nailenal
Archives and Records Bervice, GBA.

{4} Successful completion by twe amalysts
of the Institute on Records Managewent
conducted by the American Universlty.

hie?, Records Maragewent

177 b g SR
il
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Copits 191

The following accomplishments were achleved during the period July -
December 1955. . T——

- 3

Correspondence Management

Analyzed and indexed 76 types of repetitive interoffice correspondence
ag & basis for & continuing study to reduce costs through the use of
form and pattern memorandums.

Increased the usage of one-time preassembled carbon and tissue sets
(Letterex) through continued publicity. An estimated 5 million sets
will be used in FY56 cowpared to 4 willion sets used in FY55. The
uge of Letterex reduces by over 60% the cost of assembling stationery
prior to typing.

Studied the foruws and procedures for preparing dispatches, and
recommended lmprovemente which should result in faster training of
personnel, further reductions in cable traffic, end estimated labor
savinga of $18,845,

Reports Managewent

Initiated an agency reports management program and provided astaf?
assistance which resulted in:

(1) Establishment of controls over the creation of new administra-
tive and wanagement reports.

(2) An inventory of 570 requirements for reports in the DD/S and
DD/I area, Bl of which are subject to further study., The
following are typilcel resulta:

() Cancellation of the Office of Logistics Vehicular Status
Report which required 224 hours annuslly.

(v) Reduction in freguency of the Office of Personnel activity
report from weekly to bl-weekly and 1ts reduction in length
from about thirty pages to eight,

Forms Management

Conducted 681 forms ggalyaig g:ojects involving 148 nev forms, 167
k4] s

revised forme, and 3
resulte;

repr 4 forme, The following are typicsl

(1) An improved library request form on NCR paper vhich provided
25% more usable fill-in space, increased production rate by
15%, and encouraged timely return of material on loan.

(2) Bavings of $8,322 through cancellations of, or reductions in,
requisitions for stock replenishments.

(3) Savings of LOO man hours annually by preventing the needlees typing
of 1600 hectograph masters by 39 field stations.

(4) The redesign of & DD/P form to meke it self-transmitting which
reduced annual usage of Routing and Record Sheets by over 10,000
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e

h.

(5) An improved Medicel Staff form for requesting reports on sick
leave, which reduced paper costs 50% and eliminated three
addressing operations through the use of window envelopes.

Fille Btandards

Installed the Agency filing system in the office of the Bullding
Planning Steff, in the office of one of the DD/I's Special Assistants,
and in the Incentive Awvards 8Btaff.

Vital Materisls

An actlve program has been established and all offices are selecting
and depositing vital documents on a current basis,

Records Disposition

Completed records disposition surveye and prepared records control
schedules in four offieces. The schedules cover 24,383 cu.ft. of
racorde cagﬁrising 1002 f1le items. The volume is equivalent to
that of 3,048 legal size safe cebinets,

Received for storage at the Recorde Center 3149 cu.ft. of insctive
records. This volume is equivalent to 394 four drewer, legal size
safe cabinets with a present replacement value of $123,716. (Ae of
31 December 1955, there were 21,723 cubic feet of Records Center
holdings, equivalent to the volume of safe cabinets with 8 replace -
ment value of $646,259.)

Record Bysten Surveys

Conducted surveys in the following components:

Office of the Assistant to the Director
Or'fice of the Cahble Becretariat
Regulations Control 8taff

Far Bset Division

Incentive Awards Staff

Recommendations resulting from these surveys covered such aspects of
records mansgement as retirement ¢of inactive vaterial, improved
filing and cross-referencing syeteme, use of econowical Tive drawer
cabinets for unclassified material, simplified mall control systews,
and i¥proved papervork processing end records Bystems.

Miscellaneous Activity

Reviewed requests of offices in the DD/S and DD/I aress for f1le
£ ce in the new bullding. As a result there wms & net decresse of
§35 eg.f't. from the total reguested,
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